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PRINTING A W-2 REPRINT IN ESS 

This job aid demonstrates the process for printing a W-2 reprint in ESS.  The steps are listed below 

along with visual examples.  Note that there are two (2) options given for logging into ESS. 

STEPS 

Perform the following steps to print a W2 reprint in ESS. 

 

1. Log into the Employee Self Service Portal. 

 

2. Click on the quick link for My Pay. 

- - - - - - - - - - - - -  ALTERNATE LOGIN METHOD – BEGIN   - - - - - - - - - - - - - 

 

A. Log into the Employee Self Service Portal. 
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B. Click on the My Data (ESS) tab.   

 

C. Click on the My Pay link.  This takes you to the step Read before printing your W-2/W-2c 

link” as shown in the next example. 

- - - - - - - - - - - - -- - - - -   END - ALTERNATE LOGIN METHOD   - - - - - - - - - - - - - 

 

3. After reading the Read before printing your W-2/W-2C message, click on the W-2/W-2c link. 

 

4. Select the year and the form you wish to print from the drop-down options.   If “W-2” defaults in 

the available W-2 forms field (as in the example above), then there are no other types of forms 

for you to choose for the year selected.   If there are multiple forms for the year selected, choose 

which form you wish to print. 

NOTE:  Currently only 2009 W-2’s are available for reprint.  Please contact Shared Services 

for any reprints other than other W-2/W-2C reprint. 

NOTE:  If you have a W-2C, you will need your original W-2 as well as the W-2C to complete 

your tax filing. 

5. Click the Display button.    

W-2 / W-2c Reprint link 
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6. Read the important note displayed on your screen (and shown above) regarding the sensitive 

information on your W-2 or W-2c. 

7. Click Yes  if you want to proceed.  If you do not wish to proceed, click no and remember to 

exit and close your browser. 

 

8. When prompted, click the Open button  to download the file. 
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Once the form has generated, verify that the form that generated is the year and form you 

selected.  An example of a W-2 reprint is shown below. 

To change the size of the W-2, select the increase/decrease icons or change the percentage 

of magnification.    
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An example of a W-2c is shown below. 

 

9. If the year and form are correct, select the print icon .  If prompted, verify the printer and 

print properties and select OK .   

Note that the W-2c form has 4 pages total that will print while the reissued W-2 has just one 

page. 

 

10. Click Exit once your form has printed. 

NOTE:  Remember to remove your form from the printer. 
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11. Log off of ESS. 

REMEMBER to exit and close your browser as well as any Adobe PDF windows. 

 


